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Terminology

Slnstructor — ALMS Role-Based User; Role with
more system “permissions” than other
Faculty roles.

2 Qualify an Instructor — Establish an Instructor
as “certified” to present instruction on a given
Lesson.

S Non-Instructional Event — A user-generated
period of time marking the user as unavailable
for scheduling. Examples: Leave, TDY,
appointments.
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We have a couple of terms that come into play when discussing
Instructor Resources and we’ll go over them with you up front.

1st Bullet: Although Instructor is a specific Role in the ALMS, we also
use it generically to refer to Faculty-Based Roles in general.

2nd Bullet: You can qualify Instructors to train designated Lessons, just
as you can mark those Lessons as needing a qualified Instructor. We
generally use this when the instructor requires a documented certification in the
subject matter, such as CPR. The ALMS itself doesn’t convey certifications,
but it will use this function to track Instructor-Lesson relationships when
certifications to train are important.

3rd Bullet: This is an event which is not normally tracked in the ALMS but which
must be entered to account for those time periods when an Instructor is not available
to teach any lessons.
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Instructors as Resources

SlInstructors are managed as Human Resources
S Appointed IAW appointment process

2 O0ther actions affecting Instructors
* Qualify an Instructor
* Enter Non-Instructional events into schedule
* Perform scheduling actions against Instructor availability
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Here is some general information about instructors as Resources...

3rd Bullet: Instructors can be qualified if you choose. Instructors are self-booking
Resources in the sense that they can mark unavailable times on their own Calendars.

Instructors may be scheduled for training by Class Managers and Schedulers. Those
scheduling actions will appear on the Instructor’s upcoming classes list when viewed
from his Instruction Homepage Drop-Down menu.
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To assign an Instructor at the Lesson Template level, we first have to find the
Lesson Template. Click on “Catalog” from the Go to: drop down menu. The
ALMS defaults to the Lesson Template screen as shown in the next slide.



Enter the search criteria in the left sidebar and click the GO button to display search results in this window.
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To search for a Lesson Template, enter data in the Lesson Template Number Like,
Title Like, or Group Name Like search parameter and click on “GO”. The ALMS
will display the Search Results as shown in the next slide.
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At the Lesson Template Search Results screen, click on the “Edit” icon to display
the Lesson Template Details screen as shown in the next slide.
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Click on the “Instructor” auxiliary link on the Left Navigation Bar. The ALMS
will display the Instructor screen as shown in the next slide.
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The Instructor screen will list those Instructors already assigned to this
Lesson Template in the top half of the screen. Specific Instructors can
be designated as qualified for a Lesson at the Lesson Template level.
Course Managers can use the New Instructor “Finder” icon to locate the
specific individuals to qualify. However, doing this is not recommended
in most cases for two reasons:

1. Doctrinally the Course Manager represents the Proponent- not the
Institution executing the training. In the case of the training being
executed at a TASS Battalion, for example, it is unlikely the Course
Manager would even know the names of future Instructors for this
Lesson.

2. When you specify Instructors by name at the Lesson template, you are
limiting the pool of Instructors who can train this Lesson to only those
individuals you specified, until someone else, such as a local Class
Manager, takes overt action to qualify someone else for this Lesson.

To qualify an Instructor at the Lesson Template level, click on the
“Finder” icon. The ALMS will display the User Finder Pop-Up
Window as shown in the next slide.
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Enter data in the Username Like, First Name Like, Last Name Like, Department
Like, Status Like, MOS Name L.ike, or Location Like search parameter fields and
click on “Find”. The ALMS will display the Search Results as shown in the next
slide.
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Click on the plus sign (“+”) in the left column to select the Instructor. Clicking on
the plus sign (*“+”) will populate the Instructor data entry field as shown in the next
slide.



Instructor Selection

[y Catalog s

Cursiculum | Lesson Template | Product | Gourse Tteration | Roster Template | courses | tibrary | skl | Reports |

— [ Instructor : LMS Construct Content, 1010

- 2 &
o] nsmctor + | stoume | pstoune | manseine | toston | nat | pioty e | b

#Main E BOBBY.KIRTS Kirts Bobby AKO Lagin Fort Eustis  bobby.kirts@us, army. mil

Ol @' JOMATHAN, HATT Hatt Jonathan AKO Login Fort Eustis  jonathan, hatt@us. army, mil ]E

*Resources |? KIRK, W,DANIEL Daniel Kitk AKO Login Fort Eustis  kirk, w.daniel@us. army, mil IT)

:Aﬂathments I? LOUIS.FORTUNE Fortune Louis AKO Login Fort Eustis  louis, fortune@us, army, mil W
@ MARTIN.HARTFIEL Hafisl Martin AKO Login Fort Eustis mamn.har’tﬂa\@us‘arrﬂy.m\\ m

Add

Instructar *
CHESTER.BOOTHEJR o

#Intemnationalization I

sNotes

eLanguage

Experience a Training Revolution!:
Module V - Training Execution 13

Click on the “Add” button to add the Instructor to the list of Instructors in the top

half of the screen as shown in the next slide.
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The selected Instructor is added to the list of Instructors qualified to teach this
Lesson.

A better way to qualify an Instructor to teach a specific Lesson is from the People
selection on the Go to: drop down menu as shown in the next slide.
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Highlight and click on People from the Go to: drop down menu. Clicking “People”
will display the User screen as shown in the next slide.
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To search for an Instructor (User) enter data in the Username Like, First Name
Like, Last Name Like, Department Like, Status Like, MOS Name L.ike, or

Location Like search parameter fields and click on “GO”. The ALMS will display
the Search Results screen as shown in the next slide.
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User Search Results
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Results - 1 items found.
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Click on the “Edit” icon in the left column to display the User Details screen as
shown in the next slide.
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Change: -

User Deta hester Boothe
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DoD
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o

¥ Designate this User as an Instructor
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To qualify this individual to teach a specific Lesson, click on the Instructor
Qualifications link on the Left Navigation Bar. Clicking on the Instructor

Quialification link will display the Instructor Qualifications screen as shown in the

next slide.
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The Instructor Qualifications screen lists all the Lessons the individual is qualified
to teach in the top half of the screen. To qualify the Instructor to teach another
Lesson, enter data in the Lesson Template Number, Title Like, or Group Name
Like search parameter fields and click on “Find”. The ALMS will display the
search results as shown in the next slide.



3™ People =

Instructor Qualifications: Chester Boothe

2 &

1010 LM Gonstruct Gortent Z 0 LS Training i
*: i 1009 LMS - Construct Course 2 0 LMS Training il
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Select the Lesson Template to be added by clicking on the plus sign (“+”) in the left
column. Clicking on the plus sign (“+”) will add the Lesson to the Instructor
Qualification List in the top half of the screen as shown in the next slide.
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eSecurity Roles
#Rales -
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The Lesson is added to the Instructor Qualification List in the top half of the
screen.

Now let’s look at how the Instructor can mark himself unavailable for scheduling
during a specified period by creating a Non-Instructional Event on his own
Calendar as shown in the next slide.
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The Instructor clicks on “Calendar” on the Header Bar to display

his/her Calendar as shown in the next slide.
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The Instructor can mark himself unavailable for scheduling during a
specified period by creating a Non-Instructional Event on his own
Calendar. A Non-Instructional Event simply indicates unavailable
time caused by the Instructor, rather than by a scheduling action
performed by a Class Manager or Scheduler.

To schedule an Event, go to the Add New Event link and click on the
“down arrow” to display the Event or All Day Event selection for you
to choose from. Highlight and click on your choice and the ALMS will
display the Add New Event screen as shown in the next slide.
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All data entry fields on this screen are mandatory. You must specify the
Time Zone, Event Title, Start Date, Event Description, and Start and
End Times.

The “Ignore Conflict” checkbox will allow the Instructor to override
any previously scheduled events, training or otherwise, during that time
period. However, be warned that the ALMS will not seek out and notify
the event scheduler of this over-ride. The Instructor must do this outside
the system.

After completing all the mandatory fields, click on “Save” to add the
event to your Calendar as shown in the next slide.
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The Non-Instructional Event is added to the Instructor’s personal Calendar.

This completes our short discussion of Instructors as Resources. We’re now ready to
get into the meat of Process 8 as shown in the next slide.
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Terminology

SDelivery — The process of presenting content.

S Session — An occurrence of a training event
that links a Lesson with time/date and place.
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The ALMS uses the term “Delivery” in this context, but also to mean “transmit or
send training material”.

The selection of a Session locks in a Lesson to a specific date and time.

Let’s run a vignette to look at how to view your teaching schedule, view rosters,
establish office hours, record attendance, record grades, and mark lessons as
delivered as shown in the next slide.
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Instructor Vignette
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To navigate to the Instructor Schedule screen, highlight and click on “Instructor”
from the Go to: drop down menu. The ALMS will display the Instructor Schedule
screen as shown in the next slide. Note: You will not receive the “Instruction” Go
to: drop down until you are assigned a Lesson to instruct.
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To navigate to the Instructor Schedule screen, highlight and click on “Instructor”
from the Go to: drop down menu. The ALMS will display the Instructor Schedule
screen as shown in the next slide. Note: You will not receive the “Instruction” Go
to: drop down until you are assigned a Lesson to instruct.



Post Office Hours |

e nstruction v

-

My Lessons l Lesson Critiques ‘ Qualifications l Que;ﬂnmnrm_ I Reports |

Instructor Schedule

Below is a list of your scheduled Lessons, Click on View Roster to grade sessions and exams, mark attendance or email students.

Current Lessons Show Lessons up until; @ )

LMS - Ouervigw 11f29/04 011226 i 0900-0915 MAMSCEN and Fort Leonard Wood Wigw

Below is a list of your Lessons that have been deliverad, Click View Roster to view Lesson information,

Delivered Lessons Show Lessons starting after: ﬂ to

No Results Found,
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To post his Office Hours, the Instructor clicks on “Add” in the Office Hours column.
This will display the Add New Office Hours screen as shown in the next slide.



Post Office Hours Il

Ip | Absut | Log off

My Lessons [ Lesson Critiques | Qualifications | Questionnaire ] Reports I

Add New Office Hours: LMS Manage Waitlist

Enter the hours during which you are available for online chats and discussions with your students,

Lesson

LME Manage
Template W aitlist
Name:
Lesson
Numbaer: e
H-F, B-9 B
Office Hours
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Instructors post office hours so Learners know when they are available for visits.
Add the office hours in the Office Hours block. Recommend the convention of:
M=Monday, T=Tuesday, W=Wednesday, Th=Thursday, F=Friday, S=Saturday and
Su=Sunday. The day abbreviation is followed by a comma then the times 8-12, 1-4,
etc, then click “Save.” This information will be displayed in this Office Hours
column when the Learner sees the Lesson on his Registrations Page (My
Development Tab).

33



My Lessons | Lesson Critiques ‘ Qualifications | Questionnaire ‘ Reports |

[P nstruction -

r
Below is a list of your scheduled Lessons. Click on View Roster to grade sessions and exams, mark attendance or email students.
Ll e Show Lessons up until: i
“E &
LMS Manage Waitlist 7/14f05 002756 Th, 1400-1430 Fort sill View Dﬂ @
LM3 Groups, Sub-Groups and Sections 7/14/05 002757 TH, 1430-1630  ForbSill  Wiew  Add H&
LMS Executs Training 7/15/05  po27se F. 0200-1030 EortSill  Wiew  Add & a
LMS Evaluste Training 7/15/05  poz7se F.1030-1100 Eortsill  Wiew  Add & R
LMS other Functions 7/15/05  poz7en F. 1100-1130 FortSill  Mew  Add L&
LMS Learner Login 712/05 002761 T, 1300-1400 Fort sill View Add ﬂﬂ @
LM3 Lesrmer Login 7/13/05 002762 W, 0300-0%00 Fort Sill  Wiew  Add B9
LMS Lesrner Login 7/14/05 002763 Th, 0800-0300  FortSill  Wiew  Add &
LMS Lesrmer Login 7/15/05 Q02764 F. 0800-0%00 EortSill  Wiew  Add &
LMS Resources - Expendables 7/12/05  pozies T.1545-1630 FortSill  Mew  Add &
LMS TRADOC Ouerview 7i1z/05 002768 T, 0900-1000 Fort sill View Add Eﬂ @
LMS Resources - Facilities F1zf0s 002767 T, 1400-1500 Fort sill View Add Dﬂ @
LM3- Ouervien 7/12/05 002768 T, 1000-1030 FortSill  Wiew  Add &
LMS Fi=sources - Equipment 7/12/05  po27es T.1500-1545 EortSill  Wiew  Add &
LMS Systern Processes 7/12/05 002770 T.1080-1130 EortSill  Mew  Add &
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The Office Hours will show up as an “Edit” entry under the Office Hours column on
the Instructor Schedule as shown in this slide.

The next function the Instructor can perform from the Instructor Schedule screen is
View the Roster as shown in the next slide.



View Roster

Instructor Schedule

d exarns, mark attendance or

email students,

Below is 3 list of your scheduled Lessans, Click on View Roster to grade sessions an

Current Lessons Show Lassons up untl: B co

+E &
g e e = W N
LMS - Ousruisw 11/29/04 011226 M O0300-0915  MANSCEN and Fort Lecnard Wood view  Add ] &

Below is a list of your Lessons that have been deliverad, Click View Roster to view Lesson infarmation.

o .
Delivered Lessons Show Lessons starting after: B o

Ho Results Found,

Action Icon Key

B Lsunahzan 1y Dounlosd Offine

B chat & piscuss

* - Dedicated Lesson
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The Office Hours will show up as an “Edit” entry under the Office Hours column on
the Instructor Schedule as shown in this slide.

The next function the Instructor can perform from the Instructor Schedule screen is
View the Roster as shown in the next slide.



Lesson Roster

My Lessons [JIGSsonCritiquesiQualifications| Questionnail:é | Reports |

Lesson Roster: LMS Learner LOGIN, etc i

This page shows the Lesson roster. Click the icons in the Action column or the page links to perform
Lesson management tasks.

Lesson Number: 011281 Lesson Template Number: 1005
Date: 11/29/04-11/29/04 Session Template: M 1300-1430
Location: MANSCEN and Fort Leonard Wood  Building:

L Lesson Attendance
e ——
Grade Entire class

Register Learner in this Class Lesson Action: B

q +F5 & |
[Stugent Name =1 Order Staius | Regisiration Sialus | Waiist Priorty
Entire Class
Bobby Kirts Open - Conflrmed Cpen - Normal HEEEL #a
Chester Boothe — Open - Confirmed Open - MNormal BEEEL &8
Junius Penn Open - Conflrmed Cpen - Normal HEEEL #a
Kirk Daniel Open - Confirmed Open - Normal HEETLC &
Louis Fortune Open - Confirmed Cpen - Normal HEEEL] &
Martin Hartfiel Open - Conflrmed Cpen - Normal BEEEL @

Experience a Training Revolution!:
Module V - Training Execution 36

The Office Hours will show up as an “Edit” entry under the Office Hours column on
the Instructor Schedule as shown in this slide.

The next function the Instructor can perform from the Instructor Schedule screen is
View the Roster as shown in the next slide.



My Lessons | Lesson Critiques | Qualifications | Questionnaire | Reports |

Lesson Attendance: LMS Learner LOGIN, etc Save

Listed below are the learmers and sessions for the selected Lesson. You can also mark & Lesson
delivered or canceled, as well as assign grades or credit unregistered learner,

Lesson Number: 011281 Lesson Template Number: 1005
Date: 11/29/04-11/29/04 Session Template: M 1300-1430
Location: MANSCEN and Fort Leonard Wood  Building:

Lesson Roster
Grade Entire dass Lesson Action: 2

Register Learner in this Class Mark all Learners and Sessions ™
o

Entire Class Mark All ™

Chester Boothe I

Kirk Daniel r

Louis Fortune r

Martin Hartfiel |

Bobby Kirts i

Junius Penn r

Experience a Training Revolution!:

Module V - Training Execution 37

The Office Hours will show up as an “Edit” entry under the Office Hours column on
the Instructor Schedule as shown in this slide.

The next function the Instructor can perform from the Instructor Schedule screen is
View the Roster as shown in the next slide.



Marking Grades

Ga to:

My Lessons | Lesson Critiques | Qualifications | Questionnaire | Reports |

Grade Lesson: LMS Learner LOGIN, etc Undo Sa_I.
Grade Learners and tests below, credit an unregistered learner or mark Lesson success.

Lesson Number: 011281 Lesson Template Number: 1005

Date: 11/29/04-11/29/04 Session Template: M 1300-1430

Location: MANSCEN and Fort lleonard Wood ~ Buililing:

Lesson Roster

Lesson Attendance

Redgister Learner in this Class' Lesson Action: l_;l
Entire Class Mark &l © Yes © No Mark all l— ®

Martin Hartflel C Yes & No E ]
Junius Penn & Yes € Mo Il 8]
Chester Boothe & Yes € No El i

Kirk Daniel © Yes & No B ]
Babby Kirts & @ Yes € No E &}
Louis Fortune @ Yes € No I B
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The Office Hours will show up as an “Edit” entry under the Office Hours column on
the Instructor Schedule as shown in this slide.

The next function the Instructor can perform from the Instructor Schedule screen is
View the Roster as shown in the next slide.



Go to:

My Lessons | Lesson Critiques | Qualifications | Questionnaire | Reports |

Lesson Roster: LMS Learner LOGIN, etc Im

This page shows the Lesson roster. Click the icons in the Action column or the page links to parform
Lesson management tasks,

Lesson Number: 011281 Lesson Template Number: 1005
Date: 11/29/04-11/29/04 Session Template: M 1300-1430
Location: MANSCEN and Fort Leonard Wood  Building:

Lesson Attendance
Grade Entire class

Register Learner in this Class Lesson Actiol

Deliver
=
Student Name .| Order Status |Registration Status | Waitlist Priority

Entire Class

Bobby Kirts Open - Confirmed Open - Normal HEEEL &
Chester Boothe  Open - Confirmed Open - MNormal HEEELO &
Junius Penn Open - Confirmed Cpen - Normal FREEELC] #ae
Kirk Daniel Open - Confirmed Open - Normal HAREEEC a0
Louis Fortune Open - Confirmed Open - Norrmal HEEEL &
Martin Hartfiel Open - Confirmed Open - Normal BEEREL 8 5
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The Office Hours will show up as an “Edit” entry under the Office Hours column on
the Instructor Schedule as shown in this slide.

The next function the Instructor can perform from the Instructor Schedule screen is
View the Roster as shown in the next slide.



Instructor PE

<lnstructor PE # 1

e Take Attendance
e Grade Learners
¢ Mark Lesson Delivered

SALMS Training Database is located at:
http://training.Ims.army.mil
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Instructor Schedule

Below is a list of your scheduled Lessons, Click on View Roster to grade sessions and exams, mark attendance or email students,
Current Lessons show Lessons up until: 2 o
B &

T Y P T N T ET P
add P

LMS - Overview 11/29/04  D11226 m 0900-0915  MANSCEN and Fort Leonard Wood Miew

Below is a list of your Lessons that have been delivered, Click View Roster ta view Lessan information,

Delivered Lessons Show Lessons starting after: 2 o

No Results Found,

Action Icon Key

B Launchison g Bovnlosd offine

[ chat & viscuss

Dedicated Lessan
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Compose Message

ALMS Chat Space

|@ Applet com.saba, services, ChatApplet started

Class Roster

Poll Results

AE®

Clear

=l
[ @ mems 2
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This screen will show the participant who is in the Chat session and provide space

for composing and sending messages.

42



Instructor Collaboration

(=amy)

My Lessons ‘ Lesson Critiques ‘ Qualifications | Questionnaire ‘ Reports ‘

Instructor Schedule

Below is 5 list of your scheduled Lessons, Click on View Roster 5 grade sessions and exams, mark sttendance or email students,
B &0
+E &

P T T O T
view  Add E &

Current Lessons Show Lessons up unti

Lesson Title

LMS - Ouerizy 11/25/04 011226 m0900-0315  MANSCEM and Fort Leonard Wood

Below is a list of your Lessons that have been delivered, click View Roster to view Lesson information,

Delivered Lessons Show Lessons starting after: & eo

Ha Results Found,

Ac

n Icon Key

3, Dourload offline
D content

[ chat B Discuss

R Launch/loin

# - Dadicated Lasson
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Instructor Collaboration

EJ LMS- Overview= &3 (0010011 = how 15 the lms working 7> =/ how is the lms

working 7=

Discussion Group
Message: (1) how is the Ims working ?

Msg List

Title: how is the Ims working ? _

Author: terry lee waliers

how ig the Ims working 7

Date: Dec 22, 2004 10:36:40 AM EST

Replies to this message
# Subject Author Date Created

Copyright & 1997-2001 Saba Software Inc. All Rights Reserved.

=
" @i [ B
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Summary

What We've Learned...
SView Schedule
S Post Office Hours
SView Roster
STake Attendance
SMark Grades
SDeliver Lessons
S ALMS Collaboration Tools

Questions?
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Here's a RECAP of what we learned.

We learned how to:

View our schedule
Post Office Hours
Take Attendance
Mark Grades
Deliver Lessons
Collaboration Tools

Ask are there any questions pertaining to Training Execution?
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